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Office of Enforcement of Compliance Assurance
Office of Eavironmental Jastice

Environmental Protection Specialist, GS-0028-13
Statement of Difference

This is a developmenmal position that has been engineered downward to accommodate
recruitment at a lower level and develop the incumbent for the target GS-0028-14 position. This
position contains the same duties es the target GS-14 position except for Factor 2, Supervisory
Controls. Whereas at the target grade the incumbent petforms with administrative supervision
only and functions with extraordinary independence, at this developmental tevel the incumbent
will receive both sdministrative and technical supervision. The supervisor will set the overall
objectives of assignments and resources available; supervisor and employee in consultation will
determine work 10 be done and deadlines for completion; incumbent independently plans and
carries out the work, resolving most problems that arise; work is reviewed for conformance with
overall objectives, compatibility with other work, and effectiveness in meeting objectives.

As experience is gained, controls will be gradually relaxed untif the incutnbent is performing
with the level of independence described for the target position.

A copy of the PD for the 1arget grade is attached.
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Office of Enforcement and Compliance
Office of Environmental Justice

Environmental Protection Specialist, GS-0028-14

L Introduction

This position is located in the Office of Environmental Justice, Assistant Adrinistrator for
Enforcement and Compliance Assurance. The Office serves as a centralized unit to address
environmenta! impacts on minority and low-income populations. The Office coordinates
communication, outreach, education and training of the public on environmental justice issues,
provides technical and financial assistance 10 cutside groups on environmental justice concerns.
and serves as a central repository of environmental justice information. The Office engages in
envirommental justice research and demonstration projects, outreach and education to
communities and administers a multi-million dollar federal assistance program w provide
communities with opportunities for self~mpowerment as well as partnership grants to
universities working with communities,

1. Major Duties and Responsibilities

1. The incumbent serves as the Senior Communications and Outreach Program Manager on
cooperative agreements awarded and maneged by the office of Environmental Justice. This
requires knowledge of community needs, as well as an ability 1 work closely with regional staff.
2. Contributes to the development of environmental justice standards by performing research
from = variety of sources including available literature, informetion and viewpoints that represent
concerns of various civil rights groups, community leaders, and civil groups. The incumbent is
responsible for summarizing the information, identifving trends or issues that cross communities
and providing this information in the form of option or position papers which may inciude
recommendations for inclusion in the development of standards.

3. Serves as an environmental justice leader with representatives of the media prograrns to
develop an appreciation of agency pollution prevention, clean-up, and regulatory activities and to
help foster an increased sensitivity within these programs to environmental justice activities.

4. Participates in conferences, imeragency meetings, tasks forces and workgroups with a variety
of groups which serve 1o represent Environmental Justice interests or concerns, or are impacted
by proposed environmental justice activities. The incumbent is responsible for developing
agenda items, presentations and related conference materials, including graphs and charts or
pamphlets for Spanish-speaking audiences, translating speeches for the Office Director.

Factor 1. Knowledge Required Level 1-8 1550 Points

The work requires expert knowledge of the theories and principles of environmental protection,
and important environmental laws (e.g.. CAA. CWA, SDWA, etc,) as they relate to issues of
environmental justice and the impacts of environmental laws, policies, legislation and regulation
on communities, local governments, and other stakeholders in order to serve as an authority in
the development and/or promuigation of outreach programs.



Knowledge of the interests and priorities of Ef communities, including commoon interests and
priorities shared by EJ communities across the nation.

Thorough knowledge of the agency’s organizational structure, program, and relationships to
determine where they are likely to impact minority communities or address issues of EJ. Ability
1o apply comprehensive qualitative and quantitative analytical techniques, such as the
development and administration of questionnaires, synthesize information compiled from
reports, or from research, or the preparation of charts and graphs.

Factor 2. Supervisory Controls Level 2-5 650 Points

The incumbent works under the administrative direction of the Director of the Office of
Environmenta! Justice, with assignments given in in term of broadly defined missions and
functions. The employee hes responsibility for planning, designing, and carrying out programs,
projects, studies, or other work independently. Results of the work are considered to be
technically authoritative and are normally accepted without significant change. If the work
should be reviewed, the review concerns such matters as fulfiliment of program objectives, effect
of advice and influence on the overall EJ program for the agency. Recommendations for new
projects and alteration of objectives are usually evaluated for such considerations as availability
of funds and other resources, broad program goals, or national priorities.

Factor 3. Guidelines Level 3-5 650 Points

Guidelines consist of basic administrative policy statements concerning EJ issues and problems
being studies; may include reference to pertinent legislative history, related court decisions, state
and local iaws, or policy initiatives of agency management.

The empioyee uses judgment and discretion in determining the intent, and in interpreting and
revising existing policy and guidance for use by others within or outside the employing
organization. The employee reviews proposed legislation, regutations, or guidance that would
significantly change the basic character of agency EJ programs, the way the agency conducts its
business with the public or with private industry in communities with EJ issues, or that modify
important inter-agency reiationships.

Factor 4. Complexity Level 4-5 325 Points

The work includes varied duties requiring many different and unrelated processes an methods to
be applied to 2 broad range of activities involving EJ issues. The incumbent is required to
interpolate from sociological data in order to make recommendations as to how it will fit with
communities with EJ concerns. The work requires originating new techniques, establishing
criteria, or developing new information.

Decisions regarding whai needs 1o be done include major areas of uncertainty in approach,
methodology, or interpretation and evaluation processes resulting from such elements as
continuing changes in the EJ program, technological developments, unknown phenomena, or
conflicting requirements.



Factor 5. Scope and Effect Level 5-5 325 Points

The purpose of the work is to lead the agency’s efforts in outreach, education. and training of the
public in EJ issues and to provide information on opportunities for federal assistance and other
programs to resolve EJ issues in affected communities. The employee’s work serves a major
roje in the achievement of the goals of the national EJ program.

Factor 6. Personal Contacts Level 6-4 110 Points

Contacts include representatives of communities, state agencies, Jocal goverment agencies,
industry representatives, and individuals seeking information, as well as employees. supervisors
and managers in other parts of EPA and other parts of the Federal government in a moderately
unstructured setting. Works with grantee, contractors, and representatives from the above names
types of organizations to manage nationwide projects and work groups made up of
representatives from all such groups. incumbent schedules national meetings addressing EJ.
which will include high ranking officials from outside the EP A, and in some cases, nationally
recognized experts, government officials, presidents of corporations and national unions, state
govemors, and local mayors,

Factor 7. Purpose of Contacts Level 7-3 120 Points

Purposes of contacts are to facilitate decision-making on EPA’s involvement in EJ projects; lead
work groups and oversee projects of national scope in solving EJ issues; influencing, motivating,
and convincing persons from local cormunities, industry, and interest groups in order to obtain
agreement on the EPA’s position on EJ concemns, gain agreement on future direction, establish a
mutually beneficial approach to solving common problems:; presenting the EPA"s position on
many controversial E¥ issues; presenting alternatives and developing compromises.

Factor 8. Physical Demands Level 8-1 5 Points
The work is primarily sedentary.
Factor 9. Work Environment Level 9-1 8 Points

The work is performed in an office enviroament.

Total Points: 3740
Conversion: 3605—4050 = GS-14
This position is appropriately classified as: Environmental Protection Spec., GS-0028-14

Yoo



Extramural Resources Management Duties Checklist
This checkliss must be used with ail PDx 10 idertify the peroentage of time @ employee is erguged iR dities relgted (o managing

CONraCly, groms, cooperative agreemens, und interagenc:

N ARrements, For pusitions requiring perforosmce of theve duties for 25%
& meve of the eopplovess thme, in adkdition 1o thix checklist. sweh duties must give be deseribed in the hady (major duties area} i 1he

Percentage of Thie Spent on EXramural Resourcos

This position has no extramurz! resources

managemesnt responsibifities.
Totsl extramural resources manggement duties

PO
[Empicyee Information Percentage o

Tile Environmental Protection Speciaiist

20% occupy less than 25% of time.
Total extrarmural resources management duties

swesicrse _CS(R14)

oocupy 25% to 50% of time. These duties are
indicated below and described in the position
description.

Total extramural resources management duties

Omganization  Office of Environmental Justice

occupy more than 50% oftime. These duties are
indicated below and descrited in the position
description.

[When this checidist 15 used
Supervisor's Signature ¢
gpnopm! Specialist's

1 2 postion description, the following arv requited-
Date ‘)Zj 4 ¢j

a2

Pre-award;

L X Plans Procurements
Estimates Costs

| X Obtsins funding committments

X Prepares procurement requests

Writes statemeants of work

| Reviews stalements of work
Proceses unsoticited proposals
Responds fo pra-award inquiries
Participates in pre-award conferances
Conducts technical evaluation of proposals

' Participates in debriefing/protests
Other (lists)

Post-award:
Prepares defivery orders
Revigws comracior work plans
] Reviews contractor progress reports
1 Monitors governmeni-furnished property
X Moniters cost. management. 2nd overall technicat
performance of contract after award

X _ Monitors management and performance of
dalivery ordersiwork assignments after award

%__ Defines scope of work for work assignments

X __ Approves payment requests of ACH drawdowns
Manages cest-reirmnbursement contracts
Reviews invoices

X Inspects and acoepts deliverables

— Other (st

Close-out:
Writes reports o contractor performance. costs,
and tasks parformed
Reconciies payments with work perfarmance
Closes-out paymenis
Parforms cost accounting
X Provides assistance to Contracting Officer in
settiing claims
Cthar (kst)

A ———
- s—
——————

Percentage of Time Spent on Contracts Management

10 %

Cortinued]



T Part £, GrantaiGooperative Agroements Dubles

Pre-application/Application:

Prapaces sciciiation for proposals

idomifies potentinl grantees for area of program
aimphasis

Makes inifial detsrminations {whether project is
procurerment or assistance. whether agency has
legal authority, whether applicent is eligible,
whether furnding & avaitable. etc.)
mmmmmwm

applicant
______Assiste applicant in resolving issues in application
Fcr cooparalive agreement. determines substantial
Federal mmm and develops a condition for

Nam level of fundirng
T Conducts site visits to gvaluate program capability
Sarves as rasource to Selection Pane!
Informs applicants of funding decisions
___Other {ist)
Avrard:
Prepares funding packags. inciuding Decision
Memaoranthan

—Dblains concurrences/approvais
Ruvuwslmlmrs in completed document
T Establishes project file

__Other(list)

Prq-ct Managsment/Administration:
_X__Manitors s activities and prograss

recipisnt’
Hevmmpcm and deliverables and nolifies
racipiant of comments
X _ Provides technical assistance 1o recipients

—___ Advises Grants Management Ofice of potential

problemafssues
Participates in decisionsfactions to ensure
T successful project compietion and in decisions 1o
impose sanctions
Approves payments requests or ACH drawdowns
Reviews requests for modifications. additional
~ funding, etz and makes recommendations o
_ Grants Management Office
Negotlates amendments
Reviews CostPrice/Analysis for recipiant
contracisichange orders {Superfund only)
When nacessary, recommends termination of the
_ agresmant
Resoives with Grants Management Office
administrative and financial issues
Comnducts periodic reviews to ensure compliance
with agreement
Other (list)

Close-nut:
Certifes deliverables were satisfactory and timely
Pwda assistance to recipients and Grants
T Management Office to ensure timely close-out
. _Reconciles payment with work performed

T Notifies recipient of close-out requirements
____Obtains legal assistance if necessary (o resolve
T mcomplete close-out
if project is audited, responds to issues and ensures
recipient complies with audit recommendations

Other (iist)
Percentage of Time Spenat on GrantsiCooperative
Agresments Management

5. %

Per S, Tnteragency Agreemerts Duties

P
Plamand negotiates work affort

T Wyrites or reviews scope of work
Responds {o pre-agresmaent inquirigs
Participates in pre-agreement conferences
. _woordinates with appropriate staft in developing
" independent Government Cost Estimates (IGEs)
—___Negoctiates and ensures execution of Superfund
T Stwte Contracts (Superfund only)
—Pesforms tachnical avaluation of work plan and
T budget
_____ Prapares funding package and obtaing necessary
COTGLATENCES

Other (list)

Project Managament/Administration:
Reviews progress reparta/financial reports

X __ Moniters cost management and overall technical
performance
_____ Participates in decisiorss about project
T modification/termination
Conducts penodic reviaw of Superfund Siate
Contracts payments receipts (Superfund only)
______inspects snd acoepts delivarables
__ Otner (liat

Ciose.out:
Reviews final report
_____ Darides on dishursement of eguipment
Recnncﬂes paymenis with work performed
T Reviews Superfund State Contracis to ensure full
reimbursement {Superfund only}
Cenifias deliverables

_____Resalves close-out issues with Grants Managernent
Office/other agency
Other {list)

Parcentage of Time Spent on interagsncy Agraaments
Management:
& %




